
ENLISTED

CHAPTER 5

SERVICE RECORDS

One of your most important responsibilities as a
Personnelman (PN), will be to maintain the enlisted
service records of personnel attached to your command.
This chapter will talk about your responsibilities for
maintaining enlisted service records and why your role
is so important. Although each enlisted service
member shares the responsibility for making sure his or
her service record is accurate and up to date, you the
PN, must make sure you do your part. In your office,
you will have physical possession of these records. You
will be assigned the job of maintaining them properly,
completely, and accurately. You will be required and
expected to do this. The people of your command will
depend on you and trust in your personal integrity.

After studying the information in this chapter, you
should be able to explain the importance of the enlisted
service records, why your role in the maintenance of
these records is so critical, and the actions you should
take to keep these records accurate and current. You
should also be able to recognize the general form of the
enlisted service record and identify the documents that
belong on the left and right sides, explain the purpose
of each page, describe the appropriate entries required
for each page, and recognize the procedures you should
follow to make the required changes and corrections to
keep the information in these records accurate and up
to date. You should also be able to describe the uses and
requirements for submission of enlisted performance
evaluation reports and the eligibility criteria for good
conduct awards. Finally, you should be able to explain
the significance of the verification, accountability, and
disposition procedures of enlisted service records.

IMPORTANCE OF ENLISTED
SERVICE RECORDS

Have you ever asked yourself what the significance
of the enlisted service record really is? Did you know
that the information in a member’s service record is
used to make a variety of choices that will affect that
member’s life and career? You may or may not know
it, but many very important decisions are made based
on the information contained in the service record. For
example, information in the service record helps your
commanding officer (CO) determine whether or not an
individual is eligible for advancement. Information in

the service record is also used for decisions concerning
a person’s next duty assignment. Information is further
used to complete appropriate documents concerning
disciplinary infractions. Many other decisions are
made based on information contained in the service
record; therefore, it is vitally important that the
information contained in these records be accurate and
complete. This is where you come in.

Keeping enlisted service records up to date with
accurate entries is not an easy job. As a PN assigned to
this job, you will face many routine challenges.
Because you will be working with so many records and
names, you will always have to pay close attention to
detail. You have probably already noticed this in the
personnel office at your command.

Oftentimes, there are individuals with common last
names such as Smith and Jones. Some of these people
may even have the same first name! It can get confusing
when you have individuals with the same name. You
must be very careful to correctly identify an individual’s
service record when you make service record entries or
file documents. You have probably already seen errors
in enlisted service records, such as entries that you know
for a fact should not have been made. You also have
probably seen service records that have documents on
the left side that should not be there. Sometimes, the
members notice these discrepancies themselves and
wonder how the documents got there or why certain
entries were made. The answer is simple. The PN who
was maintaining the records was not paying attention to
detail and made the inappropriate entries or filed the
wrong documents.

The importance of properly maintaining enlisted
service records is your responsibility. You probably
take pretty good care of your own service record. You
probably make sure it contains all the proper entries and
documents that pertain only to you, right? Why should
any of your shipmates expect anything less? You
should maintain your shipmates’ service records as
carefully as you maintain your own. One enlisted
service record is not more important than another; it
does not matter if it is yours or one of your shipmates’.
Actually, you do not own your enlisted service record
any more than your shipmates own theirs. All enlisted
service records are the property of the U.S.

5-1



Government. As a PN, you have the same
responsibility for keeping each member’s service
record up to date.

COMPLETENESS OF SERVICE RECORDS

Making sure each service record is complete and
accurate is an important job. Let’s consider the case of
RMSN Pistol. RMSN Pistol recently graduated from
class A school and reported to his first duty station
aboard a ship that happens to be the same ship you are
on. After being on board for 6 months, he becomes
time-in-rate eligible to participate for advancement to
RM3. A few weeks before the Navywide advancement
examination date, you review the time-in-rate
eligibility/advancement requirements listing prepared
by your command and discover that the list does not
show RMSN Pistol as having completed any of the
advancement requirements.

You immediately interview RMSN Pistol. He
assures you he completed all the prerequisites for
advancement before he left class A school. He also tells
you that he assumed all entries had been made in his
service record because the PN in the personnel support
detachment’s (PERSUPPDET’s) educational services
office (ESO) promised him this would be done.

When you communicate with the PERSUPPDET
that transferred Pistol to your command, you learn that
the PN who was supposed to have made the entries in
Pistol’s service record has already been transferred
overseas, You are also told that the PERSUPPDET, as
a matter of policy, does not keep any records of
completed advancement requirements after the entries
are made in the service records. You are also informed
that no advancement requirement entries are on file for
RMSN Pistol.

You subsequently inform RMSN Pistol. As would
be expected of any sailor who completed the
requirements for advancement and then finds out no
entries were made, Pistol is outraged. He blames all
PNs for what happened and says they are all the same.
He tells you he is going to put in a request chit to see the
CO to complain.

Fortunately, you are able to calm Pistol down and
explain to him that he still has time to complete the
requirements. You assure him that he really has no
other choice. He eventually requalifies for
advancement and is allowed to take the advancement
exam for RM3.

This mistake never should have happened. After
initially completing the advancement requirements,
Pistol should have checked his service record to make
sure all the entries were made. Of course, Pistol should
have definitely done this before he transferred, but
because of his lack of experience in the Navy and his
trust in the PN who was supposed to make the
appropriate entries, he did not check his service record.
Of course, the PN in the ESO of the PERSUPPDET
should have made certain Pistol’s service record entries
were made, but he failed to keep his promise. Of course,
the transfers’ PN also should have checked Pistol’s
service record because it was her job to do so and was
even part of the normal check-out procedure, but she
failed to follow through. There were several
opportunities for this mistake to be discovered and
corrected, but it was not. Do you understand the mess
RMSN Pistol had to deal with because of all this?

What happened to RMSN Pistol could happen to
any enlisted service member. Do you see why the
entries in every member’s service record should be
accurate and up to date? This is why you, the PN—the
one who maintains the enlisted service records-should
always make sure you maintain these records properly,
completely, and accurately. If during the reporting
interview or while doing periodic service record
verifications, you discover errors in an individual’s
service record, do not allow these discrepancies to
continue. Fix them on the spot. If you do not know how
to fix them, ask your supervisor. He or she will know
what to do or will help you find the answer.

ACCURACY OF SERVICE RECORDS

As well as being complete, the information in each
member’s service record must also be accurate. In
Pistol’s case, the service record was incomplete. As an
example of what can happen because of inaccurate
information in a member’s service record, let’s look at
the case of Chief Petty Officer Frost.

CPO Frost had recently reported for duty to your
ship, home-ported at Naval Station, San Diego,
California. Frost was an admirable and enviable
individual who had accomplished many achievements
during his 14-year naval career. His record was
impeccable. A few months after reporting for duty to
your ship, Frost was rumored to be having marital
problems and was in the process of getting a divorce.

You were told by your chief that Frost would soon
come to the personnel office to change his page 2,
NAVPERS 1070/602, and his Servicemen’s Group Life
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Insurance (SGLI) election form. Being a motivated
PN, you told your chief that you would be ready for Frost
any time he chose to come in. You waited for days. You
even pulled Frost’s service record from the file, but Frost
never showed up.

Later you found out that Frost had been involved in
a car accident right outside the main gate of the naval
station and was pronounced dead at the scene. Your
command’s casualty assistance calls officer (CACO)
tried to locate Frost’s wife to inform her about the
accident but was unable to do so. A month ago, Frost’s
wife moved to New York City, but Frost had not updated
his page 2. The CACO also tried to contact Frost’s
parents, but they were both deceased. Again, Frost
failed to update his page 2. The CACO finally located
Frost’s wife and contacted her.

In her conversation with the CACO, Frost’s wife
indicated that she was more interested in her benefits as
a result of her husband’s death than in what to do with
Frost’s remains. Since Frost had neglected to update
both his page 2 and the SGLI election form in his service
record, his estranged wife collected everything. Even
though the chief did not intend for his wife to collect
benefits, the page 2 and the SGLI form in his service
record still had his wife listed as the sole beneficiary.
She became entitled to the appropriate benefits as a
result of her husband’s death.

Whose responsibility do you think it was to make
sure Frost’s service record contained complete,
accurate, and up-to-date information? In this case, the
responsibility was really CPO Frost’s. You could not
have done anything about the out-of-date information
because you never received the information required to
bring his service record up to date.

In many instances, however, it is both the member’s
and your responsibility for the accuracy of the
information in the enlisted service record. What if CPO
Frost had actually come in to the personnel office and
provided you with all the information to be changed on
his page 2, but you failed to get it typed in time for him
to sign it? Let’s go a step farther. What if you had told
Chief Frost to wait to complete and sign another SGLI
form until you had the new page 2 typed and ready for
him to sign? If Frost had agreed, you would never have
obtained his signature on either document. Upon
Frost’s death, there would have been nothing you could
do to protect Frost without his original signature on both
documents. Your command would have had to use the
existing documents that were signed and on file in
Frost’s service record.
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Although the responsibility for verifying service
records for completeness and accuracy is both the
member’s and yours, you should still do everything in
your power to make sure all entries are recorded as soon
as possible. Whether you are working on page 2s, 4s,
13s, or any other part of the enlisted service record, do
not allow these documents to pileup. Set your priorities,
get the job done, and always-get the job done right the
first time!

GENERAL FORM OF THE
SERVICE RECORD

One of your duties as a PN is to become familiar
with the general form of the enlisted service record. The
front of a U.S. Navy Enlisted Service Record,
NAVPERS 1070/600, and the Career Performance Data
separator, NAVPERS 1070/617, are shown in
figure 5-1.

According to the Naval Military Personnel Manual
(MILPERSMAN), NAVPERS 15560, Article 5030130,
a field service record is opened by the recruiting
activity when a person enlists, reenlists, or is inducted
in the Regular Navy or Naval Reserve. Once a person
has enlisted or reenlisted and all the appropriate pages
are included in the service record, the record is kept by
the personnel office that normally maintains these
records. Depending on where a member is stationed,
the office that maintains the service record can be
either a ship’s personnel office or a PERSUPPDET
ashore.

A good PN must have a thorough understanding of
every type of documentation in the enlisted service
record. In the following paragraphs, the contents of
both the left side and right side of the enlisted service
record will be identified and discussed. Keep in mind
that each of the documents discussed in this section is
not necessarily applicable to every enlisted member’s
service record. Remember also that certain documents
should not be obtained solely for the purpose of putting
them in the service record; however, when additional
documents are required for an individual service
member, they should be obtained and included in that
person’s service record. To be a good PN, you must be
able to identify the appropriate documents for each
enlisted member’s service record and to do your part to
make sure the record is up to date.

LEFT SIDE OF THE SERVICE RECORD

On the left side of the folder, you are to file official
or unofficial documents that are required for record



Figure 5-1.—U.S. Navy Enlisted Service Record, NAVPERS 1070/600, and Career Performance Data Separator, NAVPERS
1070/617.

purposes or for safekeeping. According to the

MILPERSMAN, Article 5030200, the left side of the

service record should contain the following documents,
if applicable to the member, and filed in the sequence
indicated below with item (1) on top.

1.

2.

3.

4.

5.

6.

Record Identifier for Personnel Reliability

Program, NAVPERS 5510/1

Record of Disclosure-Privacy Act of 1974,

OPNAV 5211/9

Personnel Reliability Program Screening and
Evaluation Record, NAVPERS 5510/3

Certificate of Personnel Security Investigation,

Clearance and Access, OPNAV 5520/20

Current Permanent Change of Station (PCS)

orders and endorsements

Drug and Alcohol Abuse Statement of

Understanding, OPNAV 5350/1

7.

8.

9.

10.

11.

12.

13.

14.
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Montgomery GI Bill (MGIB) Act of 1984, DD

Form 2366

Statement of Understanding-Selected Reserve
Educational Assistance Program, OPNAV
1780/1

Selected Reserve Educational Assistance
Program (GI Bill) Notice of Basic Eligibility,

DD Form 2384

Personnel Security Questionnaire (National
Agency Checklist), DD Form 398-2

Request for Personnel Security Investigation
(PSI), DD Form 1879 (if PSI pending)

Personnel Security Questionnaire Background
Investigation (BI) and Special Background

Investigation (SBI), DD Form 398

Statement of Service, NAVPERS 1070/877

Record of Military Processing—Armed Forces

of the United States, DD Form 1966



15.

16.

17.

USN Alcohol and Drug Abuse Screening
Certificate, Annex A to DD Form 1966,
NAVCRUIT 1133/7

Enlistment Statement of Understanding,
NAVCRUIT 1133/53

Career Performance Data Separator,
NAVPERS 1070/617, also commonly
referred to as the performance divider. Under
the Career Performance Data separator,
you should group like documents together
and maintain each category in chronological
order with the most recent document on
top.

a.

b.

c.

d.

e.

f.

g.

h.

All Personal and Unit Awards, Citations,
letters of Commendation and Appreciation

Fitness Reports and Counseling Records,
NAVPERS 1610/2

Evaluation Reports and Counseling
Records, NAVPERS 1616/26

Record of Discharge from the U.S. Naval
Reserve (Inactive) (Page 14), NAVPERS
1070/615

Certificate of Release or Discharge from
Active Duty (Page 15), DD Form 214

Certified copy of page 9s from previous
enlistment or reenlistment, Enlisted
Performance Record, NAVPERS 1070/609

Reproduced copy of page 5s from previous
enlistment or reenlistments, History of
Assignments, NAVPERS 1070/605

Individual Accomplishments Report (IAR)

NOTE: Additional documents deemed necessary
or important by your command may also be filed on the
left side of the service record above the performance
divider in chronological order, latest date on top.

RIGHT SIDE OF THE SERVICE
RECORD

According to the MILPERSMAN, Article 5030200,
you should file the following documents on the right
side of the service record from bottom to top, in the
following order:

. Enlistment/Reenlistment Document—Armed
Forces of the United States, with Annex(es), DD
Form 4, when applicable.

Immediate Reenlistment Contract (Page 1),
NAVPERS 1070/601.

Agreement to Extend Enlistment (Page 1A),
NAVPERS 1070/621.

Agreement to Recall or Extend Active Duty
(Page 1B), NAVPERS 1070/622.

Application for  Uni formed Serv ices
Identification Card/DEERS Enrollment, of
member and/or dependents, DD Form 1172
(current copy).

Navy Dependent Care Certificate, OPNAV
1740/1 .

Dependency Status Action, NAVCOMPT 3072.

Servicemen’s Group Life Insurance (SGLI)
Election and Certificate, SGLV-8286. (A blank
copy of this form is shown in fig. 5-2. Whenever
you prepare these forms, always use original
forms.)

Dependency Application/Record of Emergency
Data, NAVPERS 1070/602 and/or Record of
Emergency Data, DD Form 93 (Page 2).

Enlisted Classification Record, NAVPERS
1070/603 (Page 3), which should be retained in
the service record unless otherwise stated in
MILPERSMAN, Article 5030260.

Enlisted Qualifications History, NAVPERS
1070/604 (Page 4). (This form has replaced the
Enlisted Classification Record, NAVPERS
1070/603 (Page 3),  which has been
discontinued.)

History of Assignments, NAVPERS 1070/605
(Page 5).

Record of Unauthorized Absence, NAVPERS
1070/606 (Page 6).

Court Memorandum, NAVPERS 1070/607
(Page 7).

Enlisted Performance Record, NAVPERS
1070/609 (Page 9).

Administrative Remarks, NAVPERS 1070/613
(Page 13).

Again, keep in mind that each of the documents
listed for the right side or left side of the service record
may not always be necessary or applicable to all
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Figure 5-2.
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members, nor should they be obtained solely for the
purpose of filing them in the service record.

DESCRIPTION OF ENLISTED
SERVICE RECORD PAGES

Publications such as the MILPERSMAN and the
DFAS Pay/Personnel Procedures Manual (Navy),
volume II, NAVSO P-3050-2M, and the Department of
the Navy Source Data System Procedures Manual
(SDSPROMAN),  NAVSO P-3069 ,  conta in
item-by-item directions for completing the right-side
pages of the service record. As a PN3 or PN2
responsible for making service record entries, you
should become familiar with these manuals.

The following sections will provide you with a
document-by-document description of the pages that
are located on the right side of the enlisted service
record according to the MILPERSMAN, Articles
5030220 through 5030445.

ENLISTMENT/REENLISTMENT
DOCUMENT-AWED FORCES OF
THE UNITED STATES (PAGE 1)

According to the MILPERSMAN, Article
5030220, the Enlistment/Reedistment Document—
Armed Forces of the United States, DD Form 4, page 1
of the enlisted service record, is considered the basic
document that establishes a legal relationship between
the U.S. Government and an enlisted member.

This form is designed to provide a complete and
comprehensive document that specifies the terms of the
agreement between the enlistee and the U.S.
Govemment/Armed Forces in clear English to avoid
recruit and/or parent misunderstanding. Copies of the
front and back sections of a DD Form 4 are shown in
figure 5-3.

This form is completed following guidelines
contained in the Navy Recruiting Manual—Enlisted
(CRUITMAN-ENL), COMNAVCRUITCOMINST
1130.8. As a PN, you may be involved in the actual
preparation of this form. When a member reenlists, you
should file a copy of the DD Form 4 under the
performance divider of the member’s new service
record and keep together with copies of the page 9s and
5s.

IMMEDIATE REENLISTMENT
CONTRACT (PAGE 1)

According to the MILPERSMAN, Article
5030221, the Immediate Reenlistment Contract,
NAVPERS 1070/601, which is also included as page 1
of the enlisted service record, is an agreement
between the government and the enlisted member
who immediately reenlists or enlists in the Navy or
Naval Reserve at the same activity following
discharge.

This is a one-page paper form. Activities supported
by the Pay and Personnel Source Data System (SDS)
use a machine-produced document. An example of the
machine-produced SDS NAVPERS 1070/601 form is
shown in figure 5-4. Activities not supported by
SDS use a preprinted version. Figure 5-5 shows an
example of a preprinted non-SDS NAVPERS 1070/601
form.

The NAVPERS 1070/601 form is prepared and
distributed according to the official guidelines
contained in the DFAS PAYPERSMAN, or the
S D S P R O M A N ,  a s  a p p r o p r i a t e ,  a n d  t h e
MILPERSMAN, Article 1040300. According to the
MILPERSMAN, Article 5030100, signatures are
entered on the original document. According to the
MILPERSMAN, Article 5030140, the signed original
contract is then sent to the Chief of Naval Personnel
(CHNAVPERS) (PERS 313C1) with other documents
for the permanent microfiche record. A signed copy is
kept in the field service record. After the member
reenlists, you should file a reproduced copy of this page
under the performance divider of the enlisted member’s
service record. File together with reproduced copy of
page 5s and 9s.

AGREEMENT TO EXTEND ENLISTMENT
(PAGE 1A)

According to the MILPERSMAN, Article
5030230, the Agreement to Extend Enlistment,
NAVPERS 1070/621, page 1A of the enlisted service
record, is an agreement between the government and
the enlisted member to extend the current enlistment in
the Navy or Naval Reserve.

The NAVPERS 1070/621 is a one-page paper form.
Activities supported by SDS use a machine-produced
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Figure 5-3.
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Figure 5-3.
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Figure 5-4.—SDS Immediate Renlistment Contract, NAVPERS 1070/601.
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Figure 5-5.—Non-SDS Immediate preenlistment Contract, NAVPERS 1070/601.
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document, such as the one shown in figure 5-6. 1050150, 1050180, and 1050250. Signatures are
Activities not supported by SDS use the preprinted entered on the original document as per the
non-SDS NAVPERS 1070/621 form, such as the MILPERS MAN, Article 5030100. The signed original
example shown in figure 5-7. agreement is sent to the CHNAVPERS (PERS 313C1)

The NAVPERS 1070/621 is prepared and for the permanent microfiche record. A signed copy is

distributed according to guidelines contained in the kept in the field service record. After a member
DFAS PAYPERSMAN or SDSPROMAN, as reenlists, file a reproduced copy of this page under the
appropriate, and the MILPERSMAN, Articles performance divider of the enlisted member’s service

Figure 5-6.—SDS Agreement to Extend Enlistment, NAVPERS 1070/621.
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record.

Figure 5-7.—Non-SDS Agreement to Extend Enlistment, NAVPERS 1070/621.

File together with reproduced copies of page 5s Duty, NAVPERS 1070/622, page 1B of the enlisted
and 9s. service record, is an agreement between the govemment

AGREEMENT TO RECALL OR EXTEND
and the enlisted member to recall or remain on active
duty in the Naval Reserve.

ACTIVE DUTY (PAGE 1B)
The NAVPERS 1070/622 is a one-page paper

According to the MILPERSMAN, Article form. Activities supported by SDS use a
5030231, the Agreement to Recall or Extend Active machine-produced document,  as shown in
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figure 5-8. Activities that are not supported by SDS use document as per the MILPERSMAN, Article 5030100.
the preprinted non-SDS NAVPERS 1070/622 form The signed original agreement is sent to CHNAVPERS
such as the example shown in figure 5-9. (PERS 313C1) for the permanent microfiche record. A

This form is prepared and distributed following signed copy is kept in the service record. After a

guidelines contained in the DFAS PAYPERSMAN or member reenlists, file a reproduced copy of this page

S D S P R O M A N ,  a s  a p p r o p r i a t e ,  a n d  t h e under the performance divider of the enlisted member’s
MILPERSMAN, Articles 1050150, 1050180, and service record. File together with reproduced copies of
1050200. Signatures are entered on the original page 5s and 9s.

Figure 5-8.—SDS Agreement to Recall or Extend Active Duty, NAVPERS 1070/622.
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Figure 5-9.—Non-SDS Agreement to Recall or Extend Active Duty, NAVPERS 1070/622.
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Figure 5-10.
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DEPENDENCY APPLICATION/RECORD
OF EMERGENCY DATA (PAGE 2) AND
DD FORM 93, RECORD OF EMERGENCY
DATA (PAGE 2)

According to the MILPERSMAN, Article 5030240,
the Dependency Application/Record of Emergency
Data, NAVPERS 1070/602, page 2, is a multipurpose
form used for both officer and enlisted members.
Part I serves as an application for dependency
allowances and is used to record military spouse data.
Part II provides an immediately accessible, up-to-date
record of emergency data for casualty reporting and
notification of the next of kin (NOK).

Figure 5-10 shows a sample of a blank non-SDS
NAVPERS 1070/602. If you have worked with enlisted
service records, you are very likely already familiar with
Part II. Figure 5-11 shows a sample of an SDS
NAVPERS 1070/602 form.

The Record of Emergency Data, DD Form 93, is
prepared at the Military Entrance Processing Stations
(MEPS) for enlisted members required to undergo
recruit training. This form serves the same purpose as
Part II of the NAVPERS 1070/602. Figure 5-12 shows
a sample blank DD Form 93.

Both the NAVPERS 1070/602 and DD Form 93 are
considered to be official documents and are used to
determine the following:

Person(s) to be notified in case of emergency or
death

Person(s) to receive the death gratuity when no
spouse or child exists

Person(s) to receive unpaid pay and allowances,
including money accrued during a missing or
captured status, unused leave, travel, per diem,
transportation of family members, shipment of
household goods, and savings deposits that are
due from the Department of the Navy

Dependents of member to receive allotment of
pay if member is missing or unable to transmit
funds

Commercial insurance companies to be notified
in case of death

National Service Life Insurance, Servicemen’s
Group Life Insurance, and Veterans’ Group Life
Insurance in force

Clerical instructions for the preparation and
distribution of this page are contained in the DFAS
PAYPERSMAN, SDSPROMAN, and the Diary
Message Reporting System Users’  Manual
(DMRSMAN), EPMAC Document No 1080#1
UM-01A.

We cannot stress enough the importance of making
sure the page 2 is accurate, complete, and up to date.
Page 2 is considered to be the most important page in
the enlisted service record. The same is true about the
page 2 contained in an officer’s service record.
Remember the case of CPO Frost? Do you now
understand how important your job is to help each
enlisted and officer service member make certain his or
her page 2 is accurate, complete, and up to date? Of
course, all pages in the service record are important;
however, page 2 is especially important because the
benefits of individuals such as yourself, your
dependents, or your NOK are based on the accuracy of
the information contained on this page. A good PN
knows this and does his or her part.

There are steps you can take to help your shipmates
keep their page 2s up to date. Your first step is to update
an individual’s page 2 as soon as possible after he or she
provides you the information required to make the
appropriate changes. Do not allow any shipmate’s page
2 to stay in your incoming basket for days. Type and
process all page 2s as soon as you can.

Your command should establish a requirement for
a command-wide periodic update of this very important
page. It is recommended that page 2 be reviewed and,
if necessary, updated at least every 6 months. This is a
minimum requirement. Of course, any shipmate’s page
2 can be reviewed and updated as frequently as
necessary. For example, if your shipmates review and
update their individual page 2s approximately 3 months
before a deployment, you should definitely make sure
all page 2s are again reviewed and updated before the
deployment.

There are ways you can keep your shipmates
informed about their own responsibilities. One method
you can use to inform all personnel about the
requirement for updating their page 2s is by publishing
a Plan of the Day (POD) note. You can also contact the
division chiefs and/or division officers and inform them
about the requirement. If you are serving ashore, you
can contact the PASS liaison representatives so that they
may inform all their personnel to report to the
PERSUPPDET. If a service member is assigned duty at
a location such as an American Embassy overseas and
his or her record will be maintained at a location far
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Figure 5-11.
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Figure 5-11.—SDS Dependency Application/Record of Emergency Data, NAVPERS 1070/602—Continued.
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Figure 5-12.—Record of Emergency Data, DD Form 93.
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from the assigned duty station, this person should be
provided with instructions as to what to do in case there
is a requirement to change information contained on his
or her page 2.

There are other things you must know about
updating the page 2. For example, when you update a
service member’s page 2 and there is a change of
address, you must make sure you obtain a copy of the
rental/lease agreement (or mortgage documents) from
the member for variable housing allowance (VHA)
purposes, if appropriate. If a change of address must be
made and the individual is entitled to VHA, make sure
you have the member complete anew VHA certificate.
A sample blank VHA certificate is shown in figure 5-13.
After you have the VHA certificate and the new
rental/lease or mortgage documents (and other required
documents as specified in the DFAS PAYPERSMAN),
you should then prepare a NAVCOMPT 3060 to reflect
the change of the VHA entitlement. Remember to use
the guidelines set forth in the DFAS PAYPERSMAN
and/or the SDSPROMAN as appropriate.

Whenever you prepare page 2s or any other
documents in the enlisted service record, always refer
to the applicable instructions that contain clerical
guidance on the preparation and distribution of these
documents. The instructions will give you the correct
information. Remember, the documents in your
shipmates’ service records will affect their careers and
their lives. Your job is to use the correct guidelines to
maintain these records accurately and properly. Do not
rely just on your memory or your past experience to do
this. Always use the most current official instructions.

Instructions and manuals are always being updated,
and new procedures for preparing certain documents
are often changed. Can you see why it is so important
to use the most current official guidelines? If you do
not follow the steps in these instructions or manuals,
you are wasting your time and the time of other persons
who will review your work. You do not want to keep
retyping your shipmate’s pay and other documents, do
you? Remember that the quality of the product starts
with you.

ENLISTED CLASSIFICATION RECORD
(PAGE 3)

According to the MILPERSMAN, Article
5030260, the Enlisted Classification Record,
NAVPERS 1070/603, page 3 of the service record, has
been discontinued. The Enlisted Qualifications
History, NAVPERS 1070/604 (page 4) now contains

information that the discontinued page 3 used to contain.
You should still be aware of the page 3 (fig. 5-14)
because it may contain pertinent information
concerning a member’s aptitude test scores, civilian
education and training, personal interests, civilian
experience, and certain recommendations and remarks
having military significance.

Although page 3 is no longer used, you should still
be able to identify it if you should come across it in the
service record. Any page 3s that have been prepared
for personnel who have enlisted or reenlisted and that
are currently filed in the service record must be retained
on the right side of the service record, unless one of the
following events occurs:

The member is retested on the Armed Services
Vocational Aptitude Battery (ASVAB). Follow
guidelines provided in MILPERSMAN, Article
5030280.

The member is being discharged, transferred to
the Fleet Reserve, or permanently retired.

In the case of members being discharged, transferring
to the Fleet Reserve, or permanently retired, retrieve
page 3 from the service record and give to the member.

ENLISTED QUALIFICATIONS HISTORY
(PAGE 4)

The Enlisted Qualifications History, NAVPERS
1070/604, page 4 of the service record, has for all
practical purposes replaced the page 3. The NAVPERS
1070/604 is shown in figure 5-15. Notice that the new
page 4 has similar sections as the old page 3. (Compare
figs. 5-14 and 5-15.) This is why the old page 3 is no
longer being used.

According to the MILPERSMAN, Article
5030280, the Enlisted Qualifications History,
NAVPERS 1070/604, for USN and USNR enlisted
members is page 4 of the service record. It consists of
a chronological history of their occupational and
training related qualifications and their awards and
commendations.

When reviewing enlisted service records, be
prepared to encounter two different versions of page 4.
Most service records will contain the version shown in
figure 5-16. Figure 5-16 shows a blank front section of
the Navy Occupation/Training and Awards History,
NAVPERS 1070/604, page 4, which was previously
prepared on all enlisted service members. There is a
possibility that some commands are still using these
forms and probably will continue to use them until
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Figure 5-13.—VHA certificate.
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Figure 5-14.—Enlisted Classification Record, NAVPERS 1070/603.
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Figure 5-15.
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Figure 5-16.—Navy Occupation/Training and Awards History, NAVPERS 1070/604.
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supplies are exhausted and/or the new forms obtained.
This is why you will encounter this version more
frequently than the new page 4, NAVPERS 1070/604,
shown in figure 5-15.

Entries on the NAVPERS 1070/604 must be made
as events occur. Your supervisor or any other individual
who has been given “by direction” authority by the CO
or officer in charge (OIC) can initial entries on this page.
A new page 4 is prepared whenever one section
becomes filled with entries. Use common sense,
however, to determine whether or not a new page 4 is
required.

The originals of the page 4 are retained in the
member’s service record until the record is closed, at
which time reproduced copies of the page are made.
Disposition of page 4 is made as follows:

. For active duty members retested with the
ASVAB, the enlisted classifier must complete section 2
of the current original page 4 in the individual’s service
record. For a special test not administered in
conjunction with an ASVAB, the PN responsible must
first record the special test score on the current original
page 4 only and then forward a certified copy of the
page 4 containing the new test scores to Head,
Department of Defense (DOD) Coordination Branch
(PERS 234).

. For members who immediately reenlist,
you must send the original to CHNAVPERS (PERS
313C1), with other documents for the permanent
microfiche record, as per the MILPERSMAN,
Article 5030140. Place a reproduced copy on the right
side of the reenlistment record in chronological
sequence.

l When the member separates from the naval
service, send the original page 4s with the closed service
record to the Naval Reserve Personnel Center, New
Orleans, Louisiana, as per MILPERSMAN, Article
5030140.

Preparation instructions for the different sections of
this page are contained in the MILPERSMAN, Article
5030280.

HISTORY OF ASSIGNMENTS (PAGE 5)

According to the MILPERSMAN, Article
5030300, the History of Assignments, NAVPERS
1070/605, page 5 of the enlisted service record, is
prepared for USN and USNR officers and enlisted
members. This page is a chronological record of a
member’s duty assignments. It is filed on the right side
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of the officer service record and also on the right side
of the enlisted service record as page 5. A copy of a
page 5 containing entries is shown in figure 5-17. These
pages must be numbered sequentially. Preparation
instructions for the NAVPERS 1070/605 are contained
in the MILPERSMAN, Article 5030300.

For both officers and enlisted personnel, the
NAVPERS 1070/605 must be maintained in the service
record throughout the member’s active duty and
inactive duty career. For officers and enlisted members
who separate from the service, you must send the
original NAVPERS 1070/605 form with the closed
service record to the Naval Reserve Personnel Center,
New Orleans, Louisiana. Provide the member with a
reproduced copy to be presented for inclusion in a new
service record should the member reenter naval service.

For enlisted members who immediately reenlist,
send the original NAVPERS 1070/605 form to
CHNAVPERS (PERS 313C1) with other documents for
the permanent microfiche record as specified in the
MILPERSMAN, Article 5030140. Place a reproduced
copy of this form under the performance divider of the
reenlistment service record.

RECORD OF UNAUTHORIZED ABSENCE
(PAGE 6)

According to the MILPERSMAN, Article
5030310, the Record of Unauthorized Absence,
NAVPERS 1070/606, page 6 of the enlisted service
record, is used to report periods of unauthorized
absence (UA) in excess of 24 hours and lost time due to
confinement by civil authorities or sickness due to
misconduct. UAs of 24 hours or less are recorded on
the Administrative Remarks, NAVPERS 1070/613,
page 13 of the enlisted service record.

The original NAVPERS 1070/606 provides data for
the Manpower and Personnel Management Information
System (MAPMIS) and is then filed in the member’s
permanent microfiche record in the Bureau of Naval
Personnel (BUPERS). Figure 5-18 shows an example
of a blank NAVPERS 1070/606 optical character reader
(OCR) form. Figure 5-19 shows an example of a
partially completed NAVPERS 1070/606 SDS form.
The NAVPERS 1070/606 is prepared and distributed as
per guidelines contained in the DFAS PAYPERSMAN
and/or SDSPROMAN, as appropriate.

NOTE: At the time this TRAMAN was being
written, the OCR version of the NAVPERS 1070/606
was still in use in the enlisted service record. If you
have already been involved in maintaining enlisted



Figure 5-17.—History of Assignments, NAVPERS 1070/605.
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Figure 5-18.—OCR Record of Unauthorized Absence, NAVPERS 1070/606.
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Figure 5-19.—SDS Record of Unauthorized Absence, NAVPERS 1070/606.
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service records, you may have come across the OCR
form. If assigned to a ship, you may see the OCR forms
replaced in the near future by a computer-generated
form. Most likely you will use a computer system
similar to the SDS used at the PERSUPPDETs to
prepare this form. You must be familiar with all
versions of the NAVPERS 1070/606—the OCR
version, the SDS version, and the computer-generated
version that may be used aboard your ship.

On the subject of UA, let’s take a moment to discuss
the requirement for making up lost time, computing lost
time, determining the pay entry base date (PEBD),
active duty service date (ADSD), and expiration of
active obligated service (EAOS) adjustment.

Making up Lost Time

According to the MILPERSMAN, Article 3640450,
under Title 10, United States Code (U.S.C.) Section
972, enlisted members of the Regular Navy and Naval
Reserve who are otherwise eligible to separate from
active duty, and who have lost time from their current
enlistment or other current period of obligated service,
are required to make up the lost time day-for-day before
they separate. Individuals can have lost time as a result
of UA, confinement (CONF), nonperformance of duty
(civil arrest), or sickness resulting from misconduct
(SKMC), and so forth.

The requirement to makeup lost time does not apply
to fleet reservists, retired personnel, or members placed
on appellate leave awaiting review of court-martial.
There are other members who are not required to make
up lost time as indicated in MILPERSMAN, Article
3640450.

Computing Lost Time

Lost time that must be made up is computed on a
day-for-day basis. In accounting for periods of absence
from duty, count the first day of the absence as a day of
absence from duty and the day of return to duty as a day
of duty. When one type of lost time ends on the same
day that a second type of lost time begins, count that day
as the first day of the second type of lost time.

If a member, while on UA, is apprehended and
convicted by civil authority and is then returned to
military control on the day released by civil authority,
count the day on which the member was apprehended
as a day of nonperformance of duty (civil arrest). If the
absentee does not return to military control on the day
he or she is released by civil authority, count the entire
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period of absence from duty as UA without interruption
by the civil arrest.

A member whose absence from duty continues
beyond expiration of enlistment or other period of
obligated service makes up only the time actually lost
from the enlistment or other period of obligated service.

The proper method of computing the lost time that
must be made good is illustrated by the examples at the
end of this paragraph. In each of the eight examples,
the lost time is computed according to the
MILPERSMAN, Article 3640450. Use this method to
determine and compute time lost by enlisted personnel
for cumulative service for retirement and for transfer to
the Fleet Reserve (FLTRES), and by officers and
enlisted personnel for determining entitlement to leave.
All the following examples are for the same calendar
year.

1.

2.

3.

4.

5.

6.

Member’s UA commenced at 0800, on 9 March,
and ended at 0800, on 10 March (24 hours).
There is no deductible time, as UA did not
exceed 24 hours.

Member’s UA commenced at 0800, on 28
February (not a leap year), and ended at 0830,
on 1 March (24 hours and 30 minutes). UA is
equal to 1 day (28 February).

Member’s UA commenced at 2345, on 1 June,
and ended at 0015, on 3 June (24 hours and 30
minutes). UA is equal to 2 days (1, 2 June).

Member was sentenced by special court-martial
on 1 May to 3 days’ confinement. Member was
confined at 1400 that day (1 May) and released
at 0900, 3 May, after serving 3 days’
confinement as computed under Article 9301 of
the Department of the Navy Corrections
Manual, SECNAVINST 1640.9. CONF is
equal to 2 days (1, 2 May).

Member was admitted for treatment for disease
incurred due to own misconduct on 2 February.
Member was discharged from treatment on 19
March. SKMC is equal to 27 days in February
and 18 days in March, a total of 45 days.

Member was admitted for treatment for injury
incurred due to own misconduct on 29 June.
Diagnosis for further treatment changed on 16
August to sickness not due to own misconduct.
SKMC is equal to 2 days in June, 31 days in July,
and 15 days in August; a total of 48 days.



7.

8.

Member was delivered to civil authorities at
1600,27 February (not a leap year), for trial by
civil court. Member was convicted. Member
was subsequently released to naval control at
0930,6 March, after paying fine. Civil CONF
is equal to 2 days in February and 5 days in
March, a total of 7 days.

Member’s UA commenced 0800, 16 March.
Member was apprehended by civil authorities
on 20 March and was subsequently confined,
tried, and acquitted by civil authorities on 23
March. Member was returned to naval control
on 23 March. UA is equal to 7 days (16-22
March).

In each of these cases, you should make entries on
the Administrative Remarks, NAVPERS 1070/613,
page 13 of the service record, to reflect the period of
absence from duty. If lost time must be made up, you
should prepare and distribute a Record of Unauthorized
Absence, NAVPERS 1070/606, according to the
guidelines set forth in the DFAS PAYPERSMAN or
SDSPROMAN, as appropriate. Make an entry on page
13 to show the extension of the enlistment, period of
induction, or period of obligated active service, as
appropriate, by the number of days to be made up. For
this purpose, extend the enlistment, or other period of
service, from the normal date of expiration thereof or
from the date of restoration to full duty, whichever is
later.

Reservists who are required to make up time lost
from their obligated active service must make up this
time before their release from extended active duty,
annual training (AT) (formerly called active duty for
training [ACDUTRA]) in excess of 30 days, or any
period of additional involuntary AT.

Pay Entry Base Date, Active Duty Service
Date, and Expiration of Active Obligated
Service Adjustment

As you know, lost time must be made good on a
day-for-day basis. Your first step is to make an accurate
determination of the number of days the person must
make up. You must then record this number (of days)
on the NAVPERS 1070/606 or NAVPERS 1070/607,
whichever is appropriate, and make the required page
13 entry. In addition, the DFAS PAYPERS MAN calls
for the preparation of a NAVCOMPT 3060 in cases
where a member is absent for a period of over 10 days.

PEBD.— According to the DFAS PAYPERSMAN,
a member’s PEBD is automatically adjusted based on
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the report of the member’s lost time; however, this is
not always the case. There are instances when for
unknown reasons the PEBD is not adjusted accordingly.
If this is the case, you should prepare a diary entry
following guidelines contained in the Diary Message
Reporting System Users’ Manual (DMRSMAN). You
can verify whether a member’s PEBD has been adjusted
by checking the documents reporting the member’s UA
against the information in the Enlisted Distribution and
Verification Report (EDVR) and/or the member’s leave
and earnings statement (LES).

ADSD.— A member’s ADSD must also be adjusted
if there is a period of lost time. Check the documents
prepared to report the member’s UA or confinement
period. As with the PEBD, these documents also
update the ADSD. Again, be aware that this may not
always happen as it should. Consequenty, you should
verify the information contained in the EDVR. If you
find that the adjustment has not occurred, you should
prepare a diary entry according to the DMRSMAN.

To illustrate the adjustment of PEBD and ADSD,
and to describe the EAOS, let’s look at the case of PN3
Christmas. His PEBD is 19 January 1994 (not a leap
year). Christmas joined the U.S. Navy for 4 years’
active duty. His ADSD is 7 July 1994. This makes his
normal EAOS 6 July 1998. Christmas went UA for a
period of 5 days during the early part of his enlistment.
To determine his new PEBD, take the original PEBD
(19 January 1994) and add 5 days, making his new
PEBD 24 January 1994. To determine his new ADSD,
take his original ADSD (7 July 1994) and add 5 days,
making his new ADSD 12 July 1994. To determine his
new EAOS as adjusted, all you have to do is add 5 days
to his original EAOS (6 July 1998), making his new
EAOS 11 July 1998.

Of course, the case of PN3 Christmas is quite
simple. Be aware, however, there will be times when
you will not be able to determine an individual’s ADSD
or PEBD accurately based solely on the information
contained in the member’s service record. In cases like
these, you should request a statement of service from
BUPERS (PERS 274) by letter. Once you receive the
statement of service, you can usually do the
computations and come up with an accurate date. There
may be other times, however, when you may still not be
able to determine the dates you need even with a
statement of service from BUPERS. If you cannot
determine the accurate dates or if the dates provided in
the statement of service are questionable based on the
information contained in the member’s service record,



do not hesitate to notify BUPERS by telephone, letter,
or message.

COURT MEMORANDUM (PAGE 7)

According to the MILPERSMM, Article 5030320,
the Court Memorandum, NAVPERS 1070/607, page 7
of the enlisted service record, is used to record
court-martial and nonjudicial punishment actions that
affect an individual’s pay. Punishment that does not
affect pay is recorded on the Administrative Remarks,
NAVPERS 1070/613, page 13 of the enlisted service
record. Figure 5-20 shows a sample of a blank
NAVPERS 1070/607 (OCR) form. Figure 5-21 shows
a sample of a completed NAVPERS 1070/607 SDS
form.

This form is prepared and distributed according to
the guidelines in the DFAS PAYPERSMAN and/or
SDSPROMAN, as appropriate. AS with the WR
NAVPERS 1070/606, you may have come across the
OCR NAVPERS 1070/607. If you are on a ship, you
should be aware that in the future these forms may be
prepared by a computer system such as the SDS used at
the PERSUPPDETs.

ENLISTED PERFORMANCE RECORD
(PAGE 9)

According to the MILPERSMAN, Article 5030360,
the Enlisted Performance Record, NAVPERS
1070/609, page 9 of the enlisted service record, is a
chronological record of an enlisted member’s
performance evaluations and career milestones. The
page 9 is prepared as soon as practical atler a member
enlists or reenlists in the Navy or Naval Reserve. The
original form is prepared with the member’s full name
and social security number (SSN) at the bottom of the
page. Entries are made on this page under instructions
pertaining to the Enlisted Performance Evaluation
System and MILPERSMAN, Article 5030360. Figure
5-22 shows a page 9 containing sample entries.

For complete guidance on making page 9 entries,
always refer to the MILPERSMAN, Article 5030360.
If you need to make corrections to the page 9, refer to
the MILPERSMAN, Article 5040100. The
information in the following sections is limited to a
clarification of the reason codes in column 2 of the
page 9.

Reason Codes

As you may have already noticed in figure 5-22,
column 2 of the page 9 contains a number of reason
codes. As a PN, you are required to know what these
codes mean. You must be able to use them correctly
whenever the need arises.

CODE P.— Code P stands for Periodic. You will
use code P whenever you record a member’s annual
performance evaluation marks. These enlisted
performance evaluations are prepared annually
according to specific guidelines set forth in the Navy
Performance Evaluation and Counseling Manual (Eval
Manual), BUPERSINST 1610.10.

CODE T.— Code T stands for Transfer. Use code
T whenever you record performance evaluation marks
that are prepared on the occasion of an individual’s
transfer.

CODE S.— Code S stands for Special. You will
use code S whenever you record any type of
performance evaluation marks of an individual who has
been given a special evaluation. Whether the special
evaluation is derogatory in nature or pertains to a
sustained superior performance, you will use code S for
any type of performance evaluation marks resulting
from a special evaluation.

CODE SUP.— Code SUP stands for Supplemental
This code is used whenever you record supplemental
performance evaluation information submitted per
BUPERSINST 1610.10.

CODE M.— Code M stands for Memorandum.
This code is used whenever you record significant
career events. Some of the memorandum entries under
code M will have their own individual codes. For
example, MM stands for Meritorious Mast, NJP stands
for Nonjudicial punishment, SCM stands for Summary
Court-Martial, SPCM stands for Special Court-Martial,
GCM stands for General Court-Martial, CR stands for
Change in Rating, AR stands for Advancement in Rate,
and RR stands for Reduction in Rate.

Disposition

The page 9 is retained in the member’s service
record until it is closed. When the service record is
closed, a reproduced copy of the page is made and
certified, and disposition is made according to the
member’s status.

IMMEDIATE REENLISTMENTS.— For
members who immediately reenlist, the original page 9
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Figure 5-20.—OCR Court Memorandum, NAVPERS 1070/607.
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Figure 5-21.—SDS Court Memorandum, NAVPERS 1070/607.
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Figure 5-22.
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is forwarded to BUPERS with the other documents.
The certified copy is filed on the left-hand side of the
reenlistment record under the performance divider as
discussed earlier.

MEMBERS WHO DO NOT IMMEDIATELY
REENLIST.— For members who do not immediately
reenlist, the original page 9 is forwarded with the closed
service record. For members who are transferred to the
Fleet Reserve or the Retired List but retained on active
duty, the certified copy of the page 9 is filed on the
left-hand side of the service record under the
performance divider.

ADMINISTRATIVE REMARKS (PAGE 13)

According to the MILPERSMAN, Article
5030420, the Administrative Remarks, NAVPERS
1070/613, page 13 of the enlisted service record, serves
as a chronological record of significant miscellaneous
entries that are not provided for elsewhere in the service
record. Page 13 is also used to provide more detailed
information to clarify entries on other pages of the
service record.

Preparation

Usually, the page 13 is prepared on its original
form; however, there are exceptions to the rule. Refer

to the MILPERSMAN, Article 5030420, for these
exceptions and for additional information concerning
the entries on page 13. A sample of a blank page 13 is
shown in figure 5-23.

Disposition

The page 13 is retained in the member’s service
record until the service record is closed. Disposition of
page 13 is made according to the status of the individual
service member.

IMMEDIATE REENLISTMENTS.— For
members who immediately reenlist, the original page
13 is forwarded to BUPERS with the other documents
according to the MILPERSMAN, Article 5030140. A
copy of the page 13 information regarding sea duty
counter entries is made and carried forward to the
reenlistment record.

MEMBERS WHO DO NOT IMMEDIATELY
REENLIST.— Originals of the page 13 are forwarded
with the closed service remrd.

RECORD OF DISCHARGE FROM THE
U.S. NAVAL RESERVE (INACTIVE) (PAGE
14 INACTIVE)

According to the MILPERSMAN, Article
5030443, the Record of Discharge from the U.S. Naval

Figure 5-23.—Administrative Remarks, NAVPERS 1070/613.
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Reserve (Inactive), NAVPERS 1070/615, page 14 of the
enlisted service record, is prepared on the honorable
discharge of an enlisted member on inactive duty by
reason of expiration of enlistment or expiration of
obligated service. The discharge of an enlisted member
on inactive duty for any other reason is recorded on page
13.

NOTE: An adaptation of the page 14 Inactive is
authorized for use by the Commanding Officer, Naval
Reserve Personnel Center (NAVRESPERSCEN). A
sample of a blank page 14 is shown in figure 5-24.

Preparation

To complete the page 14, NAVPERS 1070/615, you
should follow the guidelines
MILPERSMAN, Article 5030443.

Distribution

contained in the

Copies of the NAVPERS 1070/615, page 14
(Inactive) are distributed as follows:

Part 1 is delivered or forwarded to the member
with the discharge certificate, discharge emblem,
and appropriate service record pages.

Part 2 is filed on the left side of the member’s
service record under the performance divider
according to MILPERSMAN, Article 5030200.

Part 3 is retained for recruiting or other local use.

CERTIFICATE OF RELEASE OR
DISCHARGE FROM ACTIVE DUTY
(PAGE 15)

According to the MILPERSMAN, Article 5030445,
the Certificate of Release or Discharge from Active
Duty, DD Form 214, is considered to be page 15 of tie
enlisted service record. The DD Form 214 is prepared
and distributed according to the guidelines contained in
Certificate of Release or Discharge from Active Duty,
BUPERSINST 1900.8.

The DD Form 214 is prepared to cover a member’s
periods of service on active duty, active duty for
training, full-time training duty, active duty for special
work, certain periods terminated by a change of status
not concurrent with separation from active service, and
release from a status that is legally determined to be
void. The DD Form 214 provides documentary
evidence of an enlisted person’s active naval service and
is a vital record for interested government agencies. It

5-38

assists the enlisted person in obtaining the rights and
benefits that have accrued as the result of a period of
active naval service.

Because the DD Form 214 is so important, you must
prepare it accurately and completely, and you must
distribute it promptly. You should always use the
Certificate of Release or Discharge from Active Duty,
BUPERSINST 1900.8, whenever you are tasked with
typing this important form. A copy of a DD Form 214
blank worksheet is shown in figure 5-25. Refer also to
figure 5-26, which shows you a copy of the Correction
to DD Form 214, Certificate of Release or Discharge
from Active Duty, DD Form 215. There will be
occasions when you will have to type this form also.

Your command should establish accountability
measures to safeguard the issuance of both the DD Form
214 and DD Form 215. These are very accountable
documents and only authorized personnel should be
permitted to handle them.

In your career as a PN, you will very likely work
with the DD Form 214 when you are processing
separation documents, including the detaching
endorsement, NAVCOMPT 3067. Make sure you take
your time when you are working with these forms.
Correctly transcribe the appropriate codes or entries
from the DD Form 214 to the detaching endorsement.
Past experience by the Defense Finance and Accounting
Service (DFAS) has shown that information transcribed
from the DD Form214 to the NAVCOMPT 3067 is not
always correct. When mistakes occur, they
subsequently create unneeded delays for the enlisted
member as well as the agencies concerned. Do your part
to avoid errors.

MAINTENANCE OF SERVICE
RECORDS

Up to now, you have read about the format and
principal pages of the enlisted service record. There are,
however, other duties and responsibilities related to
information in the enlisted service record. Some of your
most important responsibilities will be in the area of
enlisted service record maintenance. To be a good PN,
you must be familiar with the numerous aspects
involved in this important area. You may be called upon
to explain the necessary requirements and procedures to
your shipmates.

In the following paragraphs, you will read about a
variety of enlisted service record information. You will
read about the distinctions in meaning between home
address and home of record. You will read about the



Figure 5-24.
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Figure 5-25.—Certificate of Release or Discharge from Active Duty, DD Form 214.
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Figure 5-26.—Correction to DD Form 214, Certificate of Release or Discharge from Active Duty, DD Form 215.

procedures involved in a request for a change of name the member’s entitlement to travel and

or a correction of a date of birth. You will also read
about the importance of signatures, the requirements for
reporting a change in citizenship by foreign nationals,
the procedures for making corrections to enlisted
service records, and the purpose of the Board for
Correction of Naval Records (BCNR).

ADDRESS AND HOME OF RECORD

As a PN, you must understand and be able to
explain the difference between an enlisted member’s
home address and his or her home of record. You
should also be able to explain to your shipmates why
this information is required in the service record.

Reasons

According to the MILPERSMAN, Article
5010140, a member’s address is officially recorded by
the Navy for the following reasons:

. To communicate with the member when
necessary.

. To provide a means for establishing and
recording the home of record of a member at the
time of his or her entry on a tour of extended
active duty. (This is for purposes of determining
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transportation allowances.)

A home address or address recorded as the home of
record for a member’s current tour of active duty or
enlistment serves as evidence of, but does not in itself
establish, the member’s legal domicile or residence.

Home Address Versus Home of Record

The main difference in a member’s home address
and home of record is that the home of record remains
unchanged during a continuous tour of active duty
regardless of changes in the member’s home address
during that time.

For an enlisted Navy member who is immediately
placed on active duty, the home of record is the address
recorded specifically as that member’s home of record
on the official enlistment document form at the time of
the member’s current enlistment or reenlistment.

In the case of an enlisted member who is not
immediately placed on active duty upon enlistment or
reenlistment, the member’s home of record during a
relevant tour of active duty is the home address recorded
at the time of enlistment unless a change in the
member’s home address has been recorded before the
member is in actual receipt of orders to the tour of active
duty.



In all cases, a member’s home of record remains
unchanged during a continuous tour of active duty or
enlistment regardless of any changes in that member’s
home address during that tour or enlistment. This is
why the home address and home of record recorded in
a member’s service record may or may not be the same.
The rules governing a change in home address and a
change in the home of record are different.

CHANGE IN HOME ADDRESS.— During a
continuous tour of active duty or enlistment, the
member may change his or her place of residence (home
address) as necessary.

RESTRICTIONS TO CHANGE IN HOME OF
RECORD.— There are different rules, however, for the
member’s home of record. The official home of record
can be changed in the service record only upon the
member’s reenlistment or reentry into the service and
provided the following two conditions are also met:

1. There is no overlap in the reenlistment contract.

2. There is a break in service of at least 1 calendar
day.

In maintaining enlisted service records, you must
be completely familiar with these rules. You must be
able to understand the conditions involved in each case
and explain the distinctions to your shipmates.

Consider the case of CPO John Doe who desires to
change his home of record to reflect a change in his
home address. CPO Doe’s current enlistment expires
on 12 March. He reenlists on 14 March. His home
address at the time of his reenlistment is different from
the address recorded on his previous enlistment as his
home of record. In Doe’s case, there is a break of
service of at least 1 calendar day (13 March) and no
overlap in the reenlistment contract. Therefore, Doe’s
new home address becomes the home of record in his
service record for his reenlistment.

On the other hand, let’s look at the case of PO Boat
who also wishes to change his official home of record
at the time of his reenlistment to reflect an actual change
of home address that occurred during his original
(current) enlistment. In Boat’s case, however, his
reenlistment occurs before the expiration of his current
enlistment. Because Boat’s reenlistment is considered
to be a continuation of his incomplete current
enlistment, his home of record remains the place that
was originally recorded as his home of record for his
current enlistment. When a member is separated from
the service for the purpose of continuing on active duty
in the same or another status and the reenlistment occurs
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before the expiration of the current enlistment, the
reenlistment is considered to be a continuation of the
incomplete enlistment for the purpose of travel
allowances, and the place recorded in the enlisted
service record for the incomplete enlistment remains
the official home of record.

AUTHORIZED CORRECTIONS TO HOME
OF RECORD INFORMATION.— What happens
when an enlisted member discovers that the home of
record recorded in the service record was not the actual
home address at the time of her enlistment? While a
change of home of record may not be made, a correction
to the home of record may be authorized by
CHNAVPERS. This can be done when the wrong place
was recorded as the home of record through a bona fide
error and when the place that was recorded as the home
address on the enlistment document before the
member’s receipt of orders to the relevant tour of active
duty was not in fact the actual home of the member.

Any request for a correction of the home of record
must be submitted by the member and be fully
substantiated by proof that the place requested to be
designated as the home of record was the member’s
actual home at the time of his or her call to active duty,
enlistment, or reenlistment after a break in service of at
least 1 calendar day. If the correction to the home of
record is authorized by CHNAVPERS, travel and
transportation allowances are based on the official
corrected home of record recorded under the provisions
of the Joint Federal Travel Regulations (JFTR).

CHANGE OF NAME

According to the MILPERSMAN, Article
5010240, change of name in the official record is made
only after an administrative examination of the
evidence and approval by CHNAVPERS. A change of
surname due to marriage or divorce should be reported
immediately.

Before submission of a request for change of name,
the service member should be advised of the Privacy
Act statement relative to this information as follows:

“The authority to request this information
is derived from 5 U.S.C. 301 Department
Regulations. The purpose is to effect a
correction of name. It will become a permanent
part of the Navy Personnel Records System.
Disclosure of the information requested is
voluntary; however, failure to provide the
information may result in disapproval of the
request for change of name.”



Requests for change of name must be forwarded via
the CO and must be accompanied by appropriate
documentary evidence verifying the change in name.
Examples of suitable documentary evidence include a
marriage certificate, a final divorce decree containing a
provision for the restoration of the maiden name, a court
order authorizing the name change, and a birth
certificate. The change of name is effective, for Navy
record purposes, from the date of authorization by
CHNAWERS.

As a PN, you will most likely deal with a change of
name after its authorization by CHNAVPERS. As soon
as your command receives authorization to change a
person’s name, you should make an appropriate
Administrative Remarks, NAVPERS 1070/613, page
13 entry in the enlisted member’s service record and
change all appropriate pages. Make sure each change
is initialed on all appropriate pages by a person who is
authorized to do so.

CORRECTION OF DATE OF BIRTH

According to the MILPERSMAN, Article
5010220, a correction of the date of birth in the official
record of a member is made only after an administrative
examination has shown that the evidence presented is
indisputable and authority for the change has been
granted by CHNAVPERS.

The personnel officer must advise the applicant
before submission of the request for change in the date
of birth of the Privacy Act statement relative to this
element which is similar to the one shown previously
for a change of name.

A request for a correction of the date of birth must
be forwarded via the CO and include the following
documentation:

A statement of the reason for the erroneous
recording.

A copy of the birth certificate or other
documentary evidence of the correct date of
birth. When the evidence submitted is not
identifed as a public record, a statement by the
responsible public official that no public record
of birth exists must be included.

An affidavit that the applicant is the person
referred to in the documentary evidence
submitted.

When CHNAVPERS authorizes a correction of
birth date, the member will be issued a Notification of

Change in Servicemember’s Official Records, DD
Form 1343. Copies of this form for an enlisted member
will be sent to the member’s CO.

Again, you will likely come into contact with a
change of date of birth after it has been authorized by
CHNAVPERS. As soon as your command receives
authorization to correct an individual’s date of birth,
you should make an appropriate Administrative
Remarks, NAVPERS 1070/613, page 13 entry in the
enlisted member’s service record and change all
appropriate pages. Make sure the change is initialed on
all appropriate pages by a person authorized to do so.

SIGNATURES IN SERVICE RECORDS

According to the MILPERSMAN, Article
5030100, signatures and initials in the service record
are required to make sure entries are made by proper
authority and service records are properly maintained.

As a PN, you frequently will be involved in
checking for signatures and the appropriate supporting
information, so you must be aware of the requirements.
Signatures and initials must be in permanent black or
blue-black ink and must be legible on all copies. You
should type the rank/rate/grade and title of the person
signing the service record pages below the signature
line. Signers, such as your supervisor, are required to
sign or initial entries on service record pages at the time
and in the manner described by the MILPERSMAN or
other directives governing service record
administration.

The CO, executive officer (XO), or OIC, signs or
initials all service record pages. The CO or OIC,
however, may grant certain personnel “By direction”
authority to sign service record pages.

At the discretion of the CO, facsimile signatures
may be used for entries on the page 4 and accumulative
entries on the page 13. In these cases, you should stamp
both original and carbon copies of the service record
page with the facsimile signature. Facsimile signatures
are authorized for use only on pages 4 and 13 of the
enlisted service record. They should not be used on any
other pages of the service record.

CITIZENSHIP ENTRIES IN THE
ENLISTED SERVICE RECORD

According to the MILPERSMAN, Article
5030450, an enlisted member’s citizenship is recorded
on the Record of Military Processing—Armed Forces
of the United States, DD Form 1966, or the Immediate
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Reenlistment Contract, NAVPERS 1070/601. The
naturalization certificate and other documents issued by
the Immigration and Naturalization Service cannot be
duplicated and must remain in the custody of the
member.

Each foreign national is required to report any
change in citizenship status along with documentary
evidence to substantiate the change. As a PN, you may
be called upon to help submit these changes. Report a
change in citizenship by submitting the appropriate data
entries according to the guidelines in the DMRSMAN
or SDSPROMAN. If your activity reports a change in
citizenship via the DMRS, you must make a page 13
entry to substantiate the change.

CORRECTION OF ENLISTED SERVICE
RECORDS

According to the MILPERSMAN, Article 5040100,
the U.S. Navy Enlisted Service Record, NAVPERS
1070/600, is a permanent history of a member’s service
in the Navy and is a chronological record of facts and
events incident to such service. Once information is
entered on a service record page, it may be corrected at
the command level only under MILPERSMAN, Article
5040100. Removal or revision of enlisted performance
evaluation reports can be made only as set forth in the
Navy Performance Evaluation and Counseling
Manual BUPERSINST 1610.10.

For the most part, your supervisors will either deal
with or provide guidance for corrections to be made in
enlisted service records. As a PN3 or PN2, you may be
tasked with making sure certain format requirements are
met. You must be aware, for example, that the use of
interlineation, ditto marks, or the entry of unauthorized
abbreviations, symbols, or codes is prohibited in the
service record. If you become involved in making
corrections to enlisted service records, always use the
appropriate official guidelines for making any type of
changes.

BOARD FOR CORRECTION OF NAVAL
RECORDS (BCNR)

According to the MILPERSMAN, Article 5040200,
the BCNR (Title 10, U.S. Code Section 1552) was
established under the Legislative Reorganization Act of
1946 to relieve Congress of the burden of considering
private bills for the correction of naval records. As a
PN, you should be aware of the BCNR and the types of
cases submitted for its review. Although not an
all-inclusive listing, the following list includes
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examples of some of the types of cases reviewed by the
BCNR:

Requests for physical disability retirement

Cancellation of a physical disability discharge
and in lieu thereof retirement for disability

Increase in percentage of disability

Removal of derogatory material from an official
record

Review of nonjudical punishment

Restoration of rank, grade, or rating

The law requires that an application be filed with
the BCNR within 3 years of the date of discovery of the
error or injustice. The board is authorized to excuse the
fact that the application was filed at a later date if it finds
it to be in the interest of justice. The board is also
empowered to deny an application without a hearing if
it determines that there is insufficient evidence to
indicate the existence of probable material error or
injustice.

In connection with a review of executed discharges
by both the Naval Discharge Review Board (NDRB)
and the BCNR, there is no law or regulation that
provides that an unfavorable discharge may be upgraded
based solely on the passage of time or good conduct in
civilian life subsequent to a member’s leaving the
service.

The MILPERSMAN, Article 5040220, contains
instructions for applying to the BCNR. Under the
provisions of Title 10, U.S. Code Section 1552,
applications submitted for review by the BCNR should
be submitted on the Application for Correction of
Military Records, DD Form 149. A copy of a blank DD
Form 149 is shown in figure 5-27. Applications
submitted for review by the NDRB should be submitted
on the Application for the Review of Discharge or
Dismissal from the Armed Forces, DD Form 293. A
copy of a blank DD Form 293 is shown in figure 5-28.

VERIFICATION AND DISPOSITION OF
ENLISTED SERVICE RECORDS

As a PN3 or PN2, you will be assigned the
responsibilities of verifying and disposing of enlisted
service records. In the following paragraphs, you will
read about some of the tasks you will be expected to
perform. You will read about the basic procedures for
verifying service records, checking out service records,
tracing missing service records, purging service



Figure 5-27.—Application for Correction of Military Records, DD Form 149.
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Figure 5-27.—Application for Correction of Military Records, DD Form 149—Continued.
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Figure 5-28.—Application for the Review of Discharge or Dismissal from the Armed Forces, DD Form 293.
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Figure 5-28.—Application for the Review of Discharge or Dismissal from the Armed Forces, DD Form 293—Continued.
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Figure 5-28.—Application for the Review of Discharge or Dismissal from the Armed Forces, DD Form 293—Continued.
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Figure 5-28.—Application for the Review of Discharge or Dismissial from the Armed Forces, DD Form 293—Continued.
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records, and closing and disposing of service records.
These procedures are all associated with good service
record maintenance practices. As you have read before,
it is your responsibility, as a PN, to make sure the
enlisted service records at your command are properly
and accurately maintained.

VERIFICATION OF SERVICE RECORDS

According to the MILPERSMAN, Article
5030120, the accuracy and completeness of service
record entries are important to the CO in matters
regarding personnel administration. The service record
entries are also important to the individual service
members during their naval careers and after separation.
The verification procedures prescribed here and in the
MILPERSMAN, Article 5030120, provide for the
systematic review of records so you can ensure their
accuracy and completeness.

Importance and Value of Verifying Records

At a minimum, performing a service record review
makes you aware of the following two things:

1. The service record contains all the required
documents.

2. The documents are properly completed.

In addition, performing a review allows you to
check for documents that may have been erroneously
filed in a member’s service record. Some of these
documents, for example, may have been intended for
CHNAVPERS or other activities. Others may have
simply been misfiled. A periodic review helps to
identify misfiled documents so they can be properly
filed or forwarded to the appropriate authority.

Comparison With Other Records

When you verify an enlisted service record, check
the information against that contained in other
important records. Compare the service record data
with the individual’s pay and health (medical and
dental) treatment records for correct name, SSN, rate,
and class. You also should review the Document
Submission Guidelines for the Military Personnel
Records System, BUPERSINST 1070.27, for additional
instructions on comparing service record data with pay
and health treatment records.
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Specific Times and Conditions

You should verify an enlisted member’s service
record upon the following events or circumstances:

A transfer

Arrival of the member at a final destination

When member reenlists on board

Immediately before disposal of the service
record

Before inactive enlisted naval reservists depart
to AT

Also, a verification maybe done by an intermediate
command to which the member reports for duty or
instruction en route to the final destination. (This is
recommended but not required.)

The verification/review of the service record must
always be conducted in the presence of the member.
After verifying the service record, you must give it to
your supervisor for initialing. Your supervisor must
certify verification of the enlisted service record on the
History of Assignments, NAVPERS 1070/605, page 5.
Make sure you verify the service record completely
before you give it to your supervisor.

CHECKING OUT SERVICE RECORDS

There are many occasions when service records are
checked out by authorized personnel such as
workcenter supervisors, division officers, department
heads, the legal officer, the XO, the CO, and others
specifically authorized by the CO. Any individual who
checks out a service record must have written
authorization to do so.

Security and Accountability

The reasons for checking out service records are
many and varied. Regardless of the reasons, you must
make sure the security and accountability of the records
are maintained. A member’s service record contains
information that only you (as the PN maintaining the
record), other authorized individuals (such as the ones
mentioned previously), and the individual service
member concerned are authorized to view. No other
individuals should have access to the information
contained in a member’s service record. As a PN, you
are responsible for maintaining this type of security and
accountability.



Whenever an individual’s service record is checked 
out, you must make sure a check-out card such as the 
one shown in figure 5-29 is completed. The requirement 
for completing this card is to make sure you know at all 
times the whereabouts of this member’s service record. 
This card also serves as a tickler system. 

Enlisted service records should be allowed to be out 
of the personnel office for no more than 5 working days. 
This guideline should be followed unless there are 
legitimate reasons for allowing the records to be out of 
the office for a longer period of time. Such reasons 
could include legal proceedings, completion of officer 
accession applications by individuals, and the 
considerable distance between a command that has the 
records and the PERSUPPDET that supports that 
command. 

When service records are due back in the personnel 
office and the individuals who checked them out have 
failed to return them, you should contact these persons 
immediately to inquire about the records. If you are 
unable to achieve results, let your supervisor or 
personnel officer know about it. 

To restrict access to service records, your command 
should require different commands or departments to 
submit a list of personnel authorized to check out service 
records. This way there is no confusion as to who can 
check them out. The list should contain the rates, 
names, and SSNs of primary and alternate individuals 
who can check them out. Another way of controlling 
service records is by maintaining a check-out log that 
can be used only by the personnel specifically 
authorized to checkout these records. 

Regardless of the method you use at your command, 
you must make sure that as the service records are 
returned, the names of the individuals who checked 
them out are deleted from the log, the card, or whatever 
other tickler system your command may use. This is to 
make sure you maintain an effective service record 
check-out/check-in system. 

Your office should periodically account for all 
service records. One way to verify the accountability of 
the service records is to have a current and up-to-date 
alphabetical listing of all the personnel assigned to your 
command (or the commands served by your 
PERSUPPDET) and verify all the service records 
against this listing. You can also use the alphabetical 
section of the EDVR if no other alphabetical listing 
exists. 

We cannot overstress the importance of 
maintaining proper accountability of service records 
and protecting the information that these service records 
contain. You cannot divulge any information from an 
individual’s service record. The information in a 
member’s service record is only for that member, the 
responsible PN, and authorized individuals to know. 
Any infractions insecurity and accountability involving 
any member’s service record should be reported 
immediately. 

TRACING MISSING SERVICE 
RECORDS 

It is not unusual to find out that a service record is 
missing at a critical time when the service record is 
really needed. This is an unfortunate fact. However, in 
spite of review, verification, and accountability 
procedures, and the best efforts of the personnel office, 
service records can still get lost. 

All service records for which your command is 
responsible must be accounted for at all times. You must 
be able to have the records returned to the personnel 
office immediately when there is an urgent need to 
obtain information. Previously, you read about the 
service record check-out card system and how you can 
contact the person who checked out the service record 
as soon as the record is due back. You also read about 
the importance in maintaining a tickler system or file to 
determine the actual location of checked-out service 
records. If you maintain this tickler system or file 
accurately, you should not encounter any difficulties in 
retrieving service records from those individuals who 
checked them out. 

What happens when service records are reported 
missing by the individuals who checked them out? 
What do you do in other cases when service records just 
seem to disappear from the service record file? You 
know the service records did not just disappear or walk 
away. It is more likely there is a lack of control 
somewhere in your check-out system. If you have an 
effective check-out/check-in system, the chances of 
misplacing service records or not being able to account 
for them will be substantially diminished but not totally 
eliminated. 

What happens if you have exhausted all efforts in 
locating a field service record, and you are still unable 
to find it? In this case, the only available copy of the 
service record is in microfiche form. The only thing 
you can do is to send a request for field record 
reconstruction to CHNAVPERS (PERS 3 13C 1). 
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Figure 5-29.—Service record check-out card.
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Figure 5-30 shows a sample copy of a microfiche record
obtained from CHNAVPERS by request from an
individual service member.

What if you receive the microfiche copy of the
service record from PERS 313C1 and no other copies?
You must find a microfiche reader/printer so that you
can make copies of the microfiche pages. Most shore
commands will have some type of microfiche
reader/printer that can be used by other commands to
make copies of microfiche pages.

Tracing a missing service record can be a difficult
and frustrating task. There fore, you should maintain a
good check-out/check-in system. For additional
instructions concerning the availability of microfiche
records, refer to the MILPERSMAN, Article 5010125.

PURGING SERVICE RECORDS

Have you ever walked into a personnel office and
taken a look at the service records file? Have you ever
noticed service records that are falling apart because
there are so many unneeded documents in them? Have
you ever walked into a PERSUPPDET and noticed
desks or counters covered with piles of service records
that each appears to be about 5 inches thick? Why do
you think this happens? Take a guess. Give up? Well,

overstuffed service records and bulging service record
files can usually be traced to a lack of proper purging
and maintenance of these records on the part of the
personnel office.

When to Purge

A member’s service record can be purged as often
as necessary. There is no maximum number of times a
service record can be purged. On the other hand, there
are occasions on which a member’s service record

should always be purged. At a minimum, enlisted
service records should be purged at the following times:

l

l

Upon a member’s arrival at a command, whether
it be for TAD, temporary duty (TEMDU), or
permanent duty.

For members who are serving on permanent duty

at your command, you should purge the service
records at least annually and upon their

permanent detachment.

A conscientious PN does not need to be told when
to purge a service record, he or she just does it. Are you
a conscientious PN?

Figure 5-30.—Copy of a microfiche record.
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What to Purge

The documents you purge from the service record
should be documents that have served their purpose and
are no longer needed to be filed in the service record.
You should use common sense in this matter. Ask your
supervisor if a document (or documents) should remain
in the service record.

How to Purge

Do not discard any service record documents. You
should give all the documents you purge from service
records to the respective individuals for further
disposition. You should explain to them that they should
keep documents that are of value to them as long as they
can.

Why You Should Purge

Wouldn’t you like to walk into an office and notice
that all records are properly purged and neatly
maintained? Wouldn’t you like your shipmates to walk
into your office and notice how neatly you maintain their
records? How do you maintain the records you are
responsible for in your office?

Many personnel offices take pride in maintaining
neat and well-purged service records. This inspires
confidence. This is a reflection of the “I care” attitude
and certainly reflects the great pride the PNs have in
their jobs. Individuals who notice that their records are
properly purged and neatly maintained have confidence
in the abilities of their PNs. Not only do they feel that
they can rely on their PNs to maintain their records
properly, but they also know that they can rely on them
in any matter pertaining to personnel administration.
Strive to be this type of person! Be neat and show pride!

CLOSING AND DISPOSING OF ENLISTED
SERVICE RECORDS

According to the MILPERSMAN, Article 5030140,
the status of a member under orders determines whether
the U.S. Navy Enlisted Service Record, NAVPERS
1070/600, is closed or remains open. According to this
same article, you must close the field service record
when a member is completely severed from all naval
status gained by enlistment or induction.

Reasons

A field service record is closed for the following
reasons:

A member is released from a voided enlistment.

A member is discharged from recruit training
or Navy Veteran/Other Service Veteran
(NAVET/OSVET) indoctrination.

A member is discharged without immediate
reenlistment.

A member is discharged from the Regular Navy
or Naval Reserve for immediate reenlistment in
another branch of the U.S. Armed Forces.

A temporary officer or an enlisted member is
discharged to accept a permanent warrant or
commission in the Regular Navy or Naval
Reserve. (In this case, you should close the
enlisted field service record only.)

A member is transferred to the Fleet Reserve, the
Retired List, or the Permanent Disability Retired
List and concurrently released from active duty.
(In this case, you should mark the outside cover
of the NAVPERS 1070/600: FLEET RESERVE
or RETIRED, as appropriate.)

A member is transferred to the Retired Reserve
or the Naval Reserve Retired List. (In this case,
you should mark the outside cover of the
NAVPERS 1070/600: RETIRED. Also include
the page 13 retirement entry and a copy of the
retirement orders.)

Packing and Forwarding Procedures

You should always send a closed field service
record with the health treatment record as a one-record
packet to the Naval Reserve Personnel Center
(NAVRESPERSCEN), Code 401, New Orleans,
Louisiana, unless the member is deceased. If the
member is deceased, you should follow procedures
outlined in the MILPERSMAN, Article 5030140.

We mentioned earlier that the closed service records
are forwarded to NAVRESPERSCEN (NRPC). You
must be aware that NRPC subsequently forwards the
closed service record documents as indicated in the
MILPERSMAN, Article 5030140, to CHNAVPERS
(PERS 313C) to update the permanent microfiche
record. The permanent record is then joined with the
health treatment record and sent to the National

5-55



Personnel Records Center, St. Louis, Missouri, for final
disposition or to serve as archival records.

ENLISTED PERFORMANCE
EVALUATION REPORTS

Performance evaluation reports are an important
part of any enlisted service member’s career. As a PN,
you will come into contact with these reports as part of
your duties and responsibilities for maintaining enlisted
service record data. To be a good PN, you must be
thoroughly familiar with these reports.

In the following paragraphs, you will read about the
reasons these reports are required. You will also read
about the distinctions among the different types of
evaluation reports such as the regular evaluation reports,
concurrent and concurrent regular evaluation reports,
and not observed (NOB) evaluation reports. You will
also read about some of the tasks you will be expected
to perform in support of these reports involving the
performance information memorandum (PIM), changes
and supplements to evaluation reports, and disposition
of evaluation reports after they have been typed.

One thing you should remember is that the
information provided in this chapter concerning
evaluations is only partial. For official guidance, you
should always refer to the instruction on enlisted
performance evaluations. The intention of the
information provided in this section is to give you a
basic idea of what enlisted evaluations are and what their
significance is in relationship to an enlisted member’s
service record and naval career. As a PN3 or PN2, you
will most likely be tasked with typing these reports.

As is the case with making service record entries,
you must make sure when you are tasked with typing
enlisted performance evaluation reports that you type
them promptly and correctly. You should always follow
instructions contained in the Navy Performance
E v a l u a t i o n a n d  C o u n s e l i n g Manual ,
BUPERSINST 1610.10.

REQUIREMENTS FOR EVALUATION
REPORTS

Navy Regulations requires that records be
maintained on enlisted persons that reflect their fitness
for service and performance of duties. Enlisted
performance evaluation reports are used in many
personnel actions. These actions include advancement
in rate, selection for responsible assignments and
specialized training, award of the Good Conduct Medal,
qualification for retention and reenlistment, and
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characterization of service upon discharge. As you can
see, enlisted performance evaluations are very
significant in a person’s naval career.

Evaluation reports are very important. Have you
heard the expression, “evaluations can either make you
or break you!”? This expression is very true. If you
review the list of personnel actions, you can see how
your whole career is very much dependent on your
evaluations.

For you to receive good evaluation reports, you
must do your job to the best of your ability. You must
be honest, have unquestionable personal integrity,
loyalty, and devotion to duty. You must be a responsible
individual who understands your position in the chain
of command. You must understand that you will be held
accountable for your actions. You must be a sustained
superior performer and exhibit high standards of
personal conduct and ethical behavior.

You will go far by being a sustained superior
performer. Do not just do what you are expected to do,
do more. Do not be the average individual, go beyond
the realm of normal expectation. When we say do more,
we do not mean just professionally, but personally as
well. Get involved in committees, clubs, and civilian
organizations. Volunteer when you are asked to do so.
Go to night school. Strive to be an overall well-rounded
individual. Make a difference in your life and in the
lives of others for the betterment of society. Your
supervisor expects you to do this even though he or she
may not necessarily tell you so.

To receive good evaluations, you must also show
respect for authority. As a Navy service member, you
should always respect authority. In the Navy, respect
for authority is consistent with high standards of
expected personal conduct. Show respect for your
superiors. You may not like everyone with whom or for
whom you must work, but you can show respect and try
to put yourself in the other person’s shoes.

As a PN3 or PN2, you will be supervised. The
individuals over you will write your evaluations. Try to
understand what your supervisors expect of you and
why. This will help you understand their requirements
and expectations regarding your performance. In
working with peers, provide an example of high
standards in your personal conduct and work ethic,
encourage your shipmates to do their best and to work
as a team, and recognize their individual contributions.



Remember also that if you stay in the Navy for one
term, or even if you decide to make the Navy a career,
you will be expected and required to supervise others at
one time or another. When you supervise other
individuals, you will expect them to respect you. If you
are supervising Navy or civilian personnel, demonstrate
high standards both professionally and personally.
Provide clear instructions. Let your people understand
what is expected of them. Monitor their performance
and provide guidance as needed. You may not like
everyone around you, but understanding their
requirements and personalities will at least allow you to
respect them for what they are.

Before you can be a good leader, you must be a good
follower. Whether you are supervising other people or
being supervised, respecting authority is expected and
required of you according to Navy Regulations. If you
plan to stay in the Navy, showing respect for authority
is just common sense and the normal way of doing
business!

REGULAR FITNESS AND
EVALUATION REPORTS

For every Navy enlisted service member, regular
fitness and evaluation reports must cover, day for day,
all periods of enlisted service on active duty or in drilling
Reserve programs. The only exception is during the
member’s initial entry training or as otherwise provided
in BUPERSINST 1610.10.

Periodic reports, transfer reports, separation (SEP)
reports, advancement/frocking (ADV) reports, and
special (SPEC) reports, are all considered to be regular
fitness and evaluation reports. Periodic reports are the
only reports that must be submitted on specific dates.
The other reports are submitted as necessary. Periodic
reports are submitted by commands annually on the
dates shown in figure 5-31 for both active duty and
drilling Reserve personnel. Figure 5-31 shows the
submission date requirements by paygrade.

PAYGRADE

E-9

E-8

E-7

E-6

E-5

E-4

E-3/E-2/E-1

DATES

15 April

15 September

15 September

15 November

15 March

15 June and 15 December

15 January and 15 July

Figure 5-31.—Dates when periodic evaluations are due.

A periodic report may be omitted if the period of the
report will be less than 3 months. However, if this
period is omitted, it must be included in the next regular
report. This is to make sure a day-for-day continuity is
maintained. Keep in mind that no report period may
exceed 15 months without prior approval of
CHNAVPERS (PERS 322).

CONCURRENT AND
CONCURRENT/REGULAR FITNESS
AND EVALUATION REPORTS

Concurrent fitness and evaluation reports provide a
record of significant performance that cannot be directly
observed by the regular reporting senior.

Conditions

Concurrent fitness and evaluation reports are
optional unless required by the member’s orders or
applicable directives. They are usually submitted as
transfer reports, but may be submitted on other
occasions as needed. For example, if an individual is
away from his or her permanent duty station under
competent written orders and it becomes necessary
because of the periodic reports submission requirements
to give that individual a performance evaluation report,
the CO of the TAD or additional duty (ADDU) location
will write a concurrent report.

Requirements

The report period for a concurrent fitness or
evaluation report should normally be at least 3 months
unless the report is required by orders or directives, or
is submitted to document exceptionally superior or
substandard performance.

Commands that prepare concurrent reports must
forward all copies of the concurrent reports to the
regular reporting senior and retain a copy for their files.
The regular reporting senior must, within 7 days, either
countersign the concurrent report and forward it for
filing, or return it with an explanation to the concurrent
reporting senior. The countersignature verifies that the
report has been properly submitted but does not
necessarily imply agreement with the contents.

The regular reporting senior may endorse a
concurrent report as concurrent/regular, provided this
will maintain the continuity of regular reports. This
procedure may be followed even if a regular report is
not due. If a concurrent/regular report overlaps a
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previous regular report, the regular endorsement will
apply only to the period since the regular report.

If there is any adverse matter in either a concurrent
or concurrent/regular report, the regular reporting senior
must make sure appropriate entries are made in the
service record and the member is afforded the right to
submit a statement. Both the concurrent and regular
reporting seniors must endorse the statement.

NOT OBSERVED FITNESS AND
EVALUATION REPORTS

NOB fitness and evaluation reports are submitted to
cover short periods of time (generally less than 3
months) during which a service member cannot be
meaningfully evaluated by his or her regular reporting
senior.

NOBs are submitted to cover periods of time during
which a member is under instruction, They are also
submitted to cover periods in which a member has been
fully evaluated in a concurrent report.

An NOB fitness or evaluation report may not have
trait grades or an advancement recommendation. If
there is any trait grade, the report must be fully
completed as an observed report even though all other
traits are marked NOB.

PERRFORMANCE INFORMATION
MEMORANDUM (PIM)

A PIM is a narrative-style report of performance
that provides information for use in verifying training
accomplishments, making field service record entries,
and/or preparing elavuation reports.

A PIM is prepared during the following occasions:

.     For a member assigned to a command for duty or
temporary duty less than 3 months

.   For a period of ADDU or TAD of any length

.    For AT, active duty for special work (ADSW), or
mobilization recall lasting 17 days or less

. To provide course completion information
required for page 4 of the field service record

. For any other performance that should be
brought to the attention of the reporting senior

The PIMs should be forwarded within 15 days to
the command that will prepare the regular evaluation
report for the period covered. When the commanding
officer receives a PIM on a member of his or her

command, he or she takes into account information
provided in the PIM, and appropriate entries are made
in the regular evaluation report. A sample PIM is shown
in figure 5-32.

CHANGES AND SUPPLEMENTS TO
FITNESS AND EVALUATION REPORTS

After a fitness or evaluation report has been filed in
the official BUPERS microfiche record or the field
enlisted service record, it maybe modified only through
administrative changes or the addition of supplementary
material as discussed in annex P of BUPERSINST
1610.10, or through an appeal process as discussed in
annex S.

Figures 5-33 A and B shows you blank samples of
fitness and evaluation reports. You should refer to
figure 5-33 as you read the following discussion of the
different blocks of this report.

Administrative Changes

Administrative changes should be submitted only if
the modification affects the Administrative sections of
the report (blocks 1 through 19, 21 through 27, and
44 on the fitness report or block 48 on the evaluation).
The administrative changes, as mentioned previously,
may be submitted by the command or reporting
senior originating the report, the member’s current
command, or in some cases by the member as discussed
in annex P of BUPERSINST 1610.10.

Supplementary Material

Your command should submit supplementary
material if the modification includes the Evaluative
sections of the report. Supplementary material may also
contain changes to the Administrative sections of the
report. Supplementary material may be submitted only
by the original reporting senior or the member’s CO as
of the ending date of the report, or an authority granting
redress under Navy Regulations. Refer to
BUPERSINST 1610.10 for additional information
concerning supplementary material.

DISPOSITION OF FITNESS AND
EVALUATION REPORTS

The BUPERS copy for E-5 and above with original
signatures and initials should be sent to PERS 322 with
a summary letter within 15 days after the ending date of
the report. One copy should be filed in the service
record, one copy given to the service member, and one
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Figure 5-32.—Sample performance information memorandum (PIM).

copy retained by the reporting senior (E-7–E-9). The NAVY GOOD CONDUCT MEDAL

original report of an E-1 to E-4 should be filed in the
service record, one copy given to the service member,
and a copy to the reporting senior or the command.
More information can be found in annex A of
BUPERSINST 1610.10.

All signatures and signature dates and initials must
be original on the BUPERS copy, but may be legible
carbon copies or photocopies on the activity field
service record and member’s copies.

According to the Navy and Marine Corps Awards
Manual, SECNAVINST 1650,1, the Navy Good
Conduct Medal was established by the Secretary of the
Navy (SECNAV) on 26 April 1869, to recognize the
all-around good Navy enlisted person, well qualified in
all phases of conduct and performance. Effective 1
February 1971, COs were delegated authority to award
the Good Conduct Medal and subsequent awards and to
issue medals and certificates.

5-59



Figure 5-33A.

5-60



Figure 5-33B.
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SERVICE ELIGIBILITY REQUIREMENTS

After 1 November 1963, any 4 years of continuous
active service as an enlisted person in the Regular Navy
or Naval Reserve is a requirement for the issuance of a
Good Conduct Medal. For a first enlistment, this
requirement could have been fulfilled or may be
fulfilled as follows:

l Continuous active service during minority
enlistment provided the member served on active duty
to the day preceding his or her 21st birthday even though
the member extended his or her enlistment and remained
on active duty

. Continuous active service during a minority
enlistment provided the member served on active duty
within 3 months of the day preceding his or her 21st
birthday

. Continuous active service during a first
enlistment for 4 years from which the member has been
discharged or released to inactive duty within 3 months
of the date of expiration of enlistment. (This does not
apply to those members who are discharged for the
purpose of immediate reenlistment or have an
inoperative extension.)

To illustrate the eligibility for the issuance of a Good
Conduct Medal for an individual who remains on active
duty, let’s look at the case of a member who joined the
Navy on 20 March 1993 for 4 years and has a 12-month
inoperative extension. Provided all eligibility criteria
are met, this member will be eligible for the Good
Conduct Medal on 19 March 1997, which is basically
this member’s EAOS. This member will continue to
receive the award on the same day for the rest of his or
her naval career provided he or she is eligible.

NOTE: The minority enlistment program, as
mentioned previously, was terminated on 12 March
1969.

CONDUCT ELIGIBILITY REQUIREMENTS

Within the required period of active service,
individual must have a clear record. This means

the
the

member must have no convictions by court-martial, no
nonjudicial punishments, no sick misconduct, and no
civil convictions for offenses involving moral turpitude.

If a member is confined as a result of conviction by
a general, special, or summary court-martial, a new
4-year period must begin with the date of restoration to
duty on a probationary basis. If confinement is not
included in an approved sentence of the court-martial, a
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new 4-year period must begin with the date of convening
authority action.

If the member’s service record contains a
nonjudicial punishment, a new 4-year period must begin
with the next date following the date of the offense.

If the member is convicted by civil authorities for
an offense involving moral turpitude, a new 4-year
period must begin with the date of the member’s return
to active duty status.

If the record contains a disqualifying mark that is
not the result of a nonjudicial punishment, the new
4-year period must begin with the next date following
the date of the mark.

In the following paragraphs, you will learn about
other criteria that will help you to determine the issuance
date for the Good Conduct Medal.

PERFORMANCE MARKS REQUIRED
DURING PERIOD OF ELIGIBILITY

After 31 August 1983, a member may not have a
mark below 3.0 in Military Knowledge/Performance,
Rating Knowledge/Performance, Reliability, Military
Bearing, Personal Behavior and Directing. A mark
below 3.0 makes the member ineligible to receive a
Good Conduct Medal.

If you should be responsible for determining the
eligibility requirement for issuance of a Good Conduct
Medal for personnel who have served before to 31
August 1983, use the following information as a
guideline:

Personnel in paygrades E-4 and below may not
have a mark below 3.0 in any trait.

Personnel in paygrades E-5 and E-6 may not have
a mark below EEL (typically effective—lower)
in directing, individual productivity, reliability,
or conduct.

Personnel in paygrades E-7, E-8, and E-9 may
not have a mark below the bottom 50 percent in
performance, reliability, conduct, or directing.

Let’s look at another case in which eligibility for a
Good Conduct Medal must be determined. Let’s say an
individual joined the Navy after August 1983.
Specifically, let’s say this person joined the Navy on 10
January 1992 for 4 years and has a 24-month inoperative
extension. Let’s also say this individual receives a
performance evaluation mark of 2.0 in Military Bearing
on 30 June 1993. For this member, the new period of



eligibility for the Good Conduct Medal begins on 1 July
1993. Provided the member meets all other eligibility
criteria for issuance of the award, this individual will
receive the first Good Conduct Medal on 30 June 1997.
You can determine the 4 years of good conduct by
subtracting 93 July 01 (930701) from 97 June 30
(970630). You should come out with 3 years, 11
months, and 29 days. You would then include 1 (day)
as the inclusive date to the number 29 (days), which will
make the number 29 + 1 = 30. So, now you have 3 years,
11 months, and 30 days, which equals 4 years. Try this
computation and see if you can come out with the correct
answer.

CERTIFICATE AND SERVICE RECORD
ENTRY REQUIRED

A NAVPERS 1650/1 certificate is shown in figure
5-34. This certificate must be prepared for each award
earned by a member. As a PN, you may be tasked with
typing the appropriate information on these certificates.

The member’s rate, name, branch of service, and the
number of the award must be centered in the appropriate
spaces. The ending date of the period of service for
which the award was earned must be centered after
“Awarded for service completed on.” The CO’s name,
rank, and branch of service must be typed above
Commanding Officer, and his or her signature affixed.

A service record entry is also required in the Awards
section of the page 4. You should also record the
issuance of a Good Conduct Medal in the Special
Achievements section of the enlisted performance
evaluation report.

ATTACHMENTS

A bronze star, 3/16 inch in diameter, is worn on the
suspension ribbon and bar to denote subsequent awards.

OTHER IMPORTANT INFORMATION
CONCERNING GOOD CONDUCT’ MEDALS

For personnel who served in a first enlistment of 4
years on a minority enlistment and who met the
eligibility requirements except for length of service, the
Good Conduct Medal was presented 3 months before
the eligibility date. In the event that the member failed
to fulfill the requirements during the remaining 3
months of the eligibility period, the CO had the option
to revoke the award.

A member who fails to meet eligibility requirements
for the Good Conduct Medal who reenlists or reports for
active duty within 3 months after his or her discharge or
release to inactive duty is considered to be serving under
“continuous active service” conditions. While the time
between the date of separation and date of return to
active duty is not counted as an interruption of active
service, it may not be included in computing time
served. A member who reenlists or reports for active
duty after 3 months must begin a new 4-year period on
the date of reenlistment or reporting for active duty.

An enlisted member appointed a temporary
commissioned officer is entitled to include such
temporary service on reverting to an enlisted status for
any purpose (including for discharge to accept
appointment as a permanent officer). Naval Academy
midshipmen who are not commissioned, but are
retained in the service in an enlisted status, may include
such midshipman service for the purpose of earning the
Good Conduct Medal.

Active service in a Reserve status credited toward
the Naval Reserve Meritorious Service Medal may not
be credited for the Good Conduct Medal.

When the requirements have been met, but it is
evident that the individual is not deserving of this award
due to a repeated record of valid letters of indebtedness,
or other acts that are not in keeping with the high moral
standards required of all Navy personnel, the CO must
make appropriate recommendations to the Chief of
Naval Operations (OP-09B33) stating the reason.

If there is insufficient evidence in a member’s
service record to determine eligibility for the Good
Conduct Medal or subsequent award, a copy of the page
9 should be requested from CHNAVPERS in order to
complete the service record and determine the
member’s eligibility for the award.

SUMMARY

You have just read about the importance of making
sure enlisted service records are maintained properly,
completely, and accurately. In this chapter, you read
about the general form of the service record, the contents
of the basic enlisted service record, and which
documents are filed on the left and right sides. You read
about how each member’s service record is different and
how some records will require more documents than
others.

You read about some of the areas of service record
maintenance in which you will be involved, including
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Figure 5-34.—Good Conduct Award certificate.

the verification, purging, and disposition of service The information in this chapter was intended to
records, You also read about evaluations reports and the provide you with an overview of these topics. For
significance of evaluations in a person’s career. You additional information beyond the scope of this chapter,
also learned about the eligibility criteria for the issuance you should refer to the MILPERSMAN and other
of the Good Conduct Medal. official publications and authorities.
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